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Aubrey Kagan 

From: Element K tips [tips@offers.elementkjournals.com] 
Sent: March 8, 2004 6:46 PM 
To: akagan@emphatec.com 

Subject: MSW Tip: Perform simple calculations with a custom button (Word 97/2000/2001/2002) 



Dear Microsoft Word Tips subscriber, 

Here's another useful Microsoft Word tip from Element K 
Journals, your number one source for software tips and 
techniques . 

PLEASE VISIT OUR SPONSOR 

******************************************* 

Instant PDF Downloads - only $9.95 each 
***************************************** 

Get instant access to the specific "how-to" information you 
need to enhance your professional productivity with the NEW 
Reader's Choice PDF Series for Business Professionals. 

Choose from these Reader's Choice titles: 

1. Charting in Microsoft Excel: Communicate complex data simply 

2. Desktop Publishing in Microsoft Word: Create booklets, 
brochures, flyers, and more 

3. Mail Merge Techniques: Leverage your data to create 
personalized mailings - fast! 

4. Microsoft PowerPoint Templates: Creating, customizing, and 
enhancing your presentations 

5. Practical Presentation Techniques: How to present like a pro 

Order yours today to take advantage of this special low price 
(regular price: $14.95 each). 

For more information, or to order now, go to: 

http : //w ww. el ementk jou r nals . com /buy / show Pr om o . asp? coupon=112 531 
********** THE TIP ********** 

Perform simple calculations with a custom button (Word 97/2000/2001/2002) 

You may be aware that Word lets you perform simple mathematical 
calculations using the ^Formula field, as well as the Formula 
command on the Table menu. However, you can also perform 
calculations by adding a little-known button to any toolbar: the 
Tools Calculate button. To add the button: 

1. Choose Tools | Customize from the menu bar. In the Customize 
dialog box, click on the Commands tab. 

2. Choose Normal. dot from the Save In dropdown list. 

3. Select All Commands from the Categories list, then locate 
ToolsCalculate in the Commands list box. 

4. Drag the ToolsCalculate item from the Commands list box to a 
suitable location on the Standard toolbar. 
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5. To customize your new button, right-click on it and choose 
Change Button Image from the resulting dropdown menu. Choose a 
suitable icon, such as the calculator. Now, right-click on the 
button again, and this time choose Default Style to display only 
the button's icon. (On the Mac, you can access these settings by 
[control] -clicking on the button and choosing Properties from the 
resulting menu.) 

6. Click Close to dismiss the Customize dialog box. 

To use your new button, type a mathematical expression in your 
document. For example, type the expression 4+4. Next, select the 
expression you just typed, and then click your new ToolsCalculate 
button. Word calculates the selection's result and stores it in 
the Clipboard. To add the result to your document, position the 
insertion point at the end of the selected expression, and then 
insert an equal sign (=) . Now, click the Paste button to paste 
the expression's calculated result. Our sample expression, 4+4, 
returns a result of 8 . 

(Note: Calculation results are static; when you modify the 
original expression, the results don't update automatically. 
Instead, you'll need to select the expression and then use the 
ToolsCalculate button to calculate the new result. 

Click here to email this tip to a friend, and you'll both get an online 
coupon to save 20% off all items purchased at www . elementkj ournal s . com . 

PLEASE VISIT OUR SPONSOR 

****************************************** 
Teach yourself Microsoft Access - quickly, 
easily, and at an affordable price! 
***************************************** 

Whether you need to start with the basics or you're ready 
to learn the more advanced capabilities of Microsoft Access, 
the Microsoft Access QuickSkill 3 Computer-Based Training 
CD is the fastest, easiest, and least expensive way for you 
to get up-to-speed with this powerful application. 

Order yours today and save 16% off the regular price. 
For more information go to: 

http : / /www. elementkj ournal s . com/buy/ showPromo . asp?coupon=112532 
********** SUBMIT A TIP! ********** 

Do you have a shortcut or technique that's tip worthy? If so, 
send it to msw_editor@elementk_.com. If we use your submission, 
we'll include your name and email or Web address, along with 
the tip. 

********** SERVICES ********** 

Want to sign up for your own tips? If this tip was forwarded 
to you by a friend and you would like to receive your own 
FREE tips, sign up at 

http : / /www .elementkj ournals . com/tips . asp 

This weekly tip is delivered to you as a free service from 
Element K Journals, 

http : / /www. elementkj ournals . com/tips . asp 
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*********************************************************** 

Copyright (c) 2004 Element K Content LLC ("Element K") . All 
rights reserved except the right to make private, 
noncommercial use hereof. The content in this email (the 
"Tips") is the property of Element K or its affiliates and 
is protected by copyright law in the U.S. and elsewhere. 
This means that the right to copy and publish the Tips is 
reserved, even though the Tips are made available by this 
service for free; the Tips may not be copied in whole or in 
part or further distributed in any form or medium without the 
express written permission of Element K. Questions or requests 
for permission to copy or republish any content may be 
directed to contentreuse@elementk . com . 

All product names or services identified throughout this 
email are trademarks or registered trademarks of their 
respective companies. QuickSkill and QuickSkill 3 CBT are 
trademarks of Element K LLC. 

********** CHANGE YOUR EMAIL ADDRESS ********** 
Do you want your tips sent to a new email address? 
Simply submit an email to customer relations at 

h t t.p : / /www . elementk journals . com/ custserv/ tipsemail . asp 

************************************************************** 

Advertising: If you are interested in advertising in our 
newsletters, call Chris Kimball of Merit Direct at 
914-368-1019 or send an email to ckimball@meritdirect.com. 

************************************************************** 



To discontinue your subscription to this tip, please click the link below: 

Unsubscribe me from this tip only 

To discontinue all communication from Element K Journals 
via email, please click the link below: 

Unsubscribe me 

If you experience any problems with the links above, or would like to 
speak with one of our customer relations representatives, please call our 
customer relations team at 1-800-223-8720. 

Element K Journals 
500 Canal View Blvd. 
Rochester, New York 14623 



Email sent by Element K using software from M4Internet. 
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